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SECTION 713: NOTIFICATION OF PERSONNEL ACTION, SF-5A

Purpose. The SF-5A document is used by the Department of Educationm,
specifically for Certificated Positions, to authorize the establishment of,
the subsequent changes to, and the termination of employees' payroll records,
and to pay employees based on the latest personnel transactions.

Prepared By. The Department of Education.

Frequency. As required.

Distribution.

(a) Copy #1 - To Central Payroll, DAGS for verification and control
filing.

(b) Copy #2 - Employee Copy.

(¢) Copy #3 - Department of Education copy.

(d) Copy #4 - School Copy.

(e) Copy #5 - District Superintendent Copy.

(f) Copy #6 - Departmental Chronological File Copy.
(g) Copy #7 - B&F Employee Retirement System Copy.
(h) Copy #8 - B&F Health Fund Division Copy.

Deadline. Approved SF-5As must be received in DAGS Central Payroll by
no later than the second workday of the pay period in which pay is to
be effected.

(Note: The detail instructions for completing the SF-5A are contained in the

Department of Education "Instructions for Completing Standard Forms 5A
for DOE CERTIFICATED EMPLOYEES".)
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EXHIBIT A: FILLED OUT SAMPLE OF SF-5A
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Mncrement due date (block 34 above) is subiect to the provisions of Act 144, S.L.H. 1975, Normal onnual increment or longevity increase to employees will
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The informotion concerning ossignment, length of employment period ond solary stoted herein is subject to opplicoble laws and regulations, and moy be cor-
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Except for 12-montn employees. solary for each of the vocotion months of July and August will be one-tenth of the gross earnings from September 1o June inclusive.
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